APPLICATION FOR RECORDS RETENTION SCHEDULE | OFFICE OF THE SECRETARY OF STATE

- _ RECORDS MANAGEMENT DIVISION

i oy |

INSTRUCTIONS: Ses Publication, No. 76—-RM=1 for instructicns on compieting this form, Forward signed ariginal 1o
; Oenartmient of Archives and H:stgrv Requs Management Division, 330 Capitol Avenue, Atlanta, Georgia, 30334,
: Attention: Scheduling Section. ' ' % | -

£

! FOR AGENCY USE 1. Agency Address = o _FOR RECORDS MANAGEMENT USE

" Appticztion Cate Georgia Ports Au+hort+y ) - fmerit Aw,@um Number

' .} .. ~-Operations Division, Contro Depar men

i 7/10/79 | Post Office Box 2406 | [A-13%

Agolication ;n{mbn Savannah, Georgia 31402 - ; .. s, .1 | Oute Recsived Cate Completed -
- AUG -2 1979 | AYUG 13 197¢

S A YRt D Py i o T e
2. Berson to Contact _ Working Title o Telephone Number -

and, e — e _‘Opera+{ons Manager 964~ # 242, 247
3. Action Requened = '

| 2. 2 Estaousn Retention Schedule: re?ord will continus ta accumulate.
i b. Q Dispase of present accumulation: na further accumiulation anticipated.

1 & = Amend Application Na. Check One: O Change; O Supercede: [ Void

4, Dates cf Series 5. Records Series Title ffoilowed by title used in offics; if diffarent) _ !
§ Earliast Latest :
. 1975 7 | _Jo Date: Backup for ‘Operations' Reports Flles T T i i , i;;'h

! £. Cinsion and Cffice Function What is the function of the Civision and the Office in which this record series is createc? !

. The Director of Operations assists the Executive Director in the managerial functions of the :
i Georgia Ports Authority and Is responsible for the operations of the Savannah State Docks & ?

Warehouses - Garden City Terminal and Ocean’ Terminal, Savannah State Docks & Rallroad Company,
Augusta State Docks - Barge Terminal, Bainbrldge S+a+e Docks - Barge Termina! & Brunswlick
State Docks & Warehouses. He also handles the function of leases, including negotiating
leases for all divisions of the Port Authority, and with Commerciai and 1ndusfr|ai concerns
for use of space provided by the Georgta Ports Authority.

]

—
——

The Office Manager in"which this file is created supervises +he work of the warehouse, bl!lling, -
import and export departments, ana!yzes ships' schedules, coordinates the processling of all
i paperwork with field divisions, insures that all paperwork is properly prepared and carefully j

balanced and verified agalnst documen+a+|on recelved facllitates expeditious cargo handling.

7. Record Series Description. This file contains the following documants (include form numbers and titles, if any):

Attach samples of the file. _ .
Documents relating to: Collecting backup lnfOrmaﬂor*for formation of various reports in Operations.
indudced are: Tonnage slips for tonnage reports, information collected for cémmodify |

reports and variance reports,

Fiie is arranged: 7 Chronologically
8 Monthiy Reference Rate ~ How often are recards referred to which are: T
" One to six months oid _—0Q _ _:Sevent tweive months old 0 Th:rtaan to mentv-four months oid 0 :

twenty-five months andolder__ 0 _?

| 3. Annual Rats of Accumulation of Rernrds '
Letter-size drawers Legal-szze drawers

X
N

. Shuim

; Other (saecify) 1 legal box

a s . __ma _ - - — - — BN e, - — N TTT —
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X _If not, where igit? Ship fr le
b, Does the series contain confidential information requiring security handling? If yes, cite law or regulatien.

ity T ey pro—

¢. Is this a vitai recoed? | e
d. Ooes this series hava historicai or long term research value? ' A
¢. When one or two docurnents in the file make it necessary to keep the entirs file for a long penod .:uuld thesa

X dmmwm i

x Ix i

CODY,

g. Is the mformatxon contained in ti'us series sver analvzod and/or rgcorded in 3 summarized report?
X If yes, attach cooy [onnage Report, Variance Report, Commodity Report , A

! f Jsth ie: ished? .1t :

% h. Is there a duplication of this saries in your offics, o in another gtfice or agency? -

X If yes, whera?  Ship File in Oper‘ahons Control Department

X1l Jsmmmmmmmm@mmd’

LY W

X1 1. Does the record series resuit in a comguter crintqut?

e

11 Retantion Fltqucuments The foilowing requiras the series to be kept:

a. State Law : years. d. Audit period years.
Y. Statute of limitation b . Yesrs. 8. Administrative need vears,

¢. Eaderal law - years, f. Federal ratention instructions -years,

o

Attach copy or excerpt of laws or requlations. Explain administrative need.

Should a question arise with regard. to Tonnages handled, commod|+|es handled, +hese records
would be backup for such reports. :

IR T AP

12 Anmﬁed Dispos‘itio_n Inmupﬁoni __ Thls agenqﬂ recgmmends that the f:le series ba cut off at the end of eaeh . “;
. N =i Calendar Year. D<Fsml Yesr; L'.I Other izl L then,

-
- . h -
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81 Hold in the currtnt fius aru

monﬂ'n(s) 1 '{ear(s) then - - L
ranstar o local helding ares, ‘\G-u Vﬁr(s: then - - ] R R o

D Transfu %3 State Records Cantar.hold yur{s) then o . o . .

B Oestroy, . Ce m e SRR I : :

Q Transfer to State Archwes for pcrmanent rttennon. e e L

o Other ;.apec:fw R e

R P - S R

Thaess inswructians apply to alf prior and future accumuiations of the teries,

- — st v = A -

Recommendations in para-
| Fraph 12 are aperaved. State Aud:tor/Designee

1 {If disapproved, attach letter
.| of explanation.) Semtgﬂ% ta/Designee

Agsncy Head/Designes [Signature) Date | Records Management Officer (Signature) Date
(// _/‘ é:/ N - észZ%é‘/ i} fﬂl 7’/}7;_
Stats Records Carnm:ms {S‘:gnalﬁrel Daﬁrt__g’
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Attornev Cﬂn-fal/Desmnee
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